
 

 

PCS Orders 

Overview 

 

Introduction  This guide provides the procedures for completing the following types of 

Orders for Enlisted, Officer and Reserve members in Direct Access 

(DA): 

¶ Permanent Change of Station (PCS) 

¶ Extensions (EXT) 

¶ Fleet ups (FLT) 

¶ Humanitarian Assignment (HUMS) 

¶ Interoffice transfers  

The same procedures should be followed for completing Orders for 

NOAA and PHS members.  

This guide also provides procedures for travel Endorsements and TDY 

En route. 
 

NOTE: Only Assignment Officers (AO) should create PCS Orders in 

Direct Access (DA). The Travel Order Number (TONO) and Accounting 

Data are auto generated when the AO issues the Order. 

 

Isolation due to 

COVID -19 
Per ALCOAST 182/20, Isolation allowance applies only to members and 

family ordered to quarantine or isolate by the memberôs command before 

arriving at their new unit, and must be based on known COVID-19 

illness or exposure. Isolation leave taken during a PCS transfer must be 

documented in the Delay En Route section of the orders, by selecting 

Isolation from the drop-down. It should be listed last for a maximum of 

14 days (to be determined by the memberôs command), prior to the report 

date, as seen below. 

 
 

Continued on next page 

https://www.uscg.mil/Coronavirus/Information/Article/2193828/alcoast-18220-covid-19-impacted-assignment-year-20-ay20-pcs-and-hhg-shipments-s/


 

 

Overview, Continued 

 
Important ï 

DO NOT 

DEPART / 

REPORT 

MEMBERS 

ON THE 

SAME DAY 

When processing PCS Orders in DA, do not depart and report a member on 

the same date (Seq Nbr 1 and Seq Nbr 99 must be different dates). Doing so 

causes pay issues in DA with two of the more common errors being Career 

Sea Pay and CGSMR.  If a member is transferring to a co-located unit, 

depart member on one date, and report member in the following 

day.  Departure date must be the last day of duty at PDS and the Reporting 

day needs to be recorded as "Actual Day of Report". See the overview for 

Delay En route Special Instructions for more information/instructions. 

  

If a member receives Orders to "Proceed Immediatelyò, depart the member 

on the date the member received the Orders and report them on the 

following day. 

 

Airport 

Terminal  
Travel Orders issued by the AO will appear in the Airport Terminal in an 

Authorized status. After the PCS Orders are approved, the Estimated 

Depart and Report dates will update in the Airport Terminal. See the 

Airport Terminal user guide for detailed information. 

 

AO Remarks Order Notes entered by PSC (OPM/EPM/RPM) Assignment Officers 

shall not be modified or deleted. 

 

Cancelling an 

Order 
If the PCS Order is in an Authorized or Ready status, only PSC 

Assignment Officers can cancel the Order and/or TONO. If the Orders 

are in an En Route or Finished status, the Servicing Personnel Office 

must cancel the Order. 

Continued on next page 

http://www.dcms.uscg.mil/Portals/10/CG-1/ppc/guides/gp/spo/PCS/Airport%20Terminal.pdf


 

 

Overview, Continued 

 
Delay En route 

Special 

Instructions 

(NEW) 

¶ If the member has any TDY En route and is attending training at a 

facility WITHOUT  a Department or Position Number available in DA 

(Navy, Firefighting, etc.) use the Formal Training option in the Delay 

En route section to account for that time. 
 

¶ If the member is attending training at a facility WITH  a Department or 

Position Number in DA, use the PCS Orders with TDY En Route 

section in this guide for adding TEMDU rows. 
 

¶ If the member has multiple leave periods, combine the leave into one 

row and place it AFTER  the Formal Training row, making sure the 

correct number of days are accounted for. Then breakdown the actual 

leave dates for the Delay En route in the Order Notes. 

 
 

¶ Remember that the dates in the Delay En route section cannot overlap 

with existing Absence Requests. 
 

The Actual day of Report option may be used in the Delay En route 

section if the TEMDU departure date is not the same as the Actual Date 

of report at the new PDS. This accounts for the day of ñTravelò for most 

No Cost Orders in DA. 
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PCS Orders 

 
Introduction  This section provides the procedures for completing PCS Orders in DA. 

 
Procedures See below. 

 

Step Action 

1 Select PCS Orders from the Orders pagelet. 

 
 

2 Enter the memberôs Empl ID and click Search. 

 
 

3 Select the appropriate Order Status. 

 
 

  

Continued on next page 

  



 

 

PCS Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Type in the Authorizing Officialôs name. 

 
 

5 In the Travel Orders section, enter the memberôs expected depart date in the 

Estimated Date field. Then select the View All  link (this will open both the 

Depart and Report travel rows).  

 
 

NOTE:  Leave the Actual Date field blank. This date is entered when the 

Departing endorsement is routed. 

  

Continued on next page 

  



 

 

PCS Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 In the Report travel row, enter the memberôs expected report date in the 

Estimated Date field.  

 
 

  

Continued on next page 

  



 

 

PCS Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 Enter the memberôs travel delay in the Delay En route section. When entering 

the Delay En route, the first Begin Date needs to start the day after the 

Estimated Date to Depart. The last End Date needs to be the same as the 

Estimated Date to Report. 

 
 

NOTE: Refer to Delay En route Special Instructions for more Delay En route 

information/instructions. 

  

Continued on next page 

  



 

 

PCS Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 If the member has dependents, select the arrow to open the Dependents 

Authorized for Travel section. Click the Save button if the member has no 

dependents. Check the Auth for Travel  box for each dependent that is 

authorized to travel (If not listed, use the look up icon to search for each 

dependent and then select the Auth for Travel box for each one). Click Save.  

 
 

9 Scroll up to the middle of the page to verify the Itinerary  has updated. Select the 

Notes tab. 

 
 

  

Continued on next page 

  



 

 

PCS Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

10 Scroll down to the Contract Clauses section. The Order notes the Detailer 

entered will be there (these are not allowed to be edited). Click the plus button to 

add a new Order note.  

 
 

11 Select the appropriate Contract Clause Order note and edit as necessary. When 

finished, select the View All  link to view all of the Order notes. 

 
 

  

Continued on next page 

  



 

 

PCS Orders, Continued 

 

Procedures, 

continued 
 

 

Step Action 

12 Adjust the Sequence Numbers to reflect the order in which the Order notes will 

print on the travel Orders. 

  
 

13 Click Route for Approval.   

 
 

NOTE: If the AO used the Push Back Button for changes to be made, the Orders 

will need to be resubmitted through the Approval tab. 

  

Continued on next page 



 

 

PCS Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

14 The Approval tab displays. Select PCS Travel Details Approval from the 

Approval Type drop-down. 

 
 

15 Verify the Dept of Approving SPO and click Submit. 

 
 

  

Continued on next page 

  



 

 

PCS Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

16 Once submitted, the Order is Pending approval. 

 
 

17 To print a copy of the Order, either refresh the page (F5) or exit the transaction 

and go back into it. On the PCS Order tab, use the Order Action  drop-down to 

select Print Order . Then press Go.   

 
 

  

 

 

  



 

 

No Cost Orders 

 
Introduction  This section provides the procedures for completing No Cost Orders in 

DA, to include: 

¶ Extensions (EXT) 

¶ Fleet Ups (FLT) 

¶ Humanitarian Assignments (HUMs) ï Alleviates a severe hardship 

¶ Interoffice Transfers 

¶ Mutuals ï Two members of the same grade exchange duty stations 

¶ Reserve PCS 

¶ Unilaterals ï Present unit excess member used to fill a billet vacancy 

 
Procedures See below. 

 

Step Action 

1 Select PCS Orders from the Orders pagelet. 

 
 

2 Enter the memberôs Empl ID and click Search. 

 
 

  

Continued on next page 

  



 

 

No Cost Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Select the appropriate Order Status. If the Begin Date and the End Date are one 

day apart in the Search Results as seen in the first screenshot, skip to Step 8. If 

there is a delay between the Begin/End Dates as seen in the second screenshot, 

continue with Step 4. 

 
 

 
 

4 Click view All. If the Reporting Estimated Date is entered by the Detailers more 

than a day after the Departing Estimated Date, this must be updated first.  

 
 

 

Continued on next page  



 

 

No Cost Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 Change the Reporting Estimated Date to the day after the Departing Estimated 

Date. Click Save. 

 
 

6 This Message will appear. Click OK . 

 
 

7 The Order End Date will be updated. 

 
 

  

Continued on next page 



 

 

No Cost Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 Type the Authorizing Officialôs name in the field. In the Delay En route section, 

enter the Order End Date in both the Begin Date and the End Date and select the 

Actual Day of Report from the drop-down. Select the Route for Approval 

button.   

 
 

  

Continued on next page 

  



 

 

No Cost Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

9 Select PCS Travel Details Approval from the Approval Type drop-down. 

 
 

10 Verify the Dept of Approving SPO, enter a Comment (reason for the No Cost 

Orders) and click Submit. 

 
 

  

Continued on next page 

  



 

 

No Cost Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

11 Once submitted, the Order is Pending approval. 

 
 

12 To print a copy of the Order, either refresh the page (F5) or exit the transaction 

and go back into it. On the PCS Order tab, use the Order Action  drop-down to 

select Print Order . Then press Go.   

 
 

13 After the travel Orders are approved, go back into the transaction. Begin by 

selecting the View All  link in the Travel Orders section.  

 
 

  

Continued on next page 

  



 

 

No Cost Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

14 Enter the Actual Dates to Depart and Report. 

  
 

  

Continued on next page 

  



 

 

No Cost Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

15 If the member is taking any leave, enter it in the Delay En route section. Select 

the Route for Approval button located in the Seq Nbr 99 Report row (this will 

route all pending travel rows). 

 
 

  

Continued on next page 

  



 

 

No Cost Orders, Continued 

 
Procedures, 

continued 
 

 

Step Action 

16 The Approval Type will default to Multiple Trvl Endorsements. Verify the Dept 

of Approving SPO and click Submit. 

 
 

17 Once submitted, the Orders will show as Approved. 

 
 

  

 

  



 

 

PCS Orders with TDY En Route 

 
Introduction  This section provides the procedures for how to add a TDY travel period 

for a member while on PCS Orders in DA. 

 
Procedures See below. 

 

Step Action 

1 Select PCS Orders from the Orders pagelet. 

 
 

2 Enter the Empl ID and click Search. 

 
 

3 Select the appropriate Order Status. 

 
 

  

Continued on next page 

  



 

 

PCS Orders with TDY En Route, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Click the Plus button located in the Seq Nbr 1 Depart row. 

 
 

5 ¶ Seq Nbr ï Change to 2. 

¶ Travel Type ï Change to Report.  

¶ Estimated Date and Actual Date ï Enter the same date for both fields. 

¶ Nature of Duty ï Select TEMDU from the drop-down. 

¶ Department, Location and Position Number ï Enter the appropriate 

information for the TEMDU site. 

 

Click Route for Approval to start the TEMDU orders or skip to step 6 to add the 

98 row. 

 

IMPORTANT: If routing for approval, once approved, change the 

BAH/COLA rows (if necessary) to Active for the appropriate zip code to 

ensure the members receive the proper entitlements. 

 
 

NOTE: For Active Duty (AD) members ï Place the member in an AD 

unbudgeted position for the unit. If it is not available, place the member in ANY 

AD position even if it is already filled. 

For Reserve members ï Place the member in a Reserve unbudgeted position for 

the unit. If it is not available, place the member in ANY Reserve position even if 

it is already filled. 

  

Continued on next page 



 

 

PCS Orders with TDY En Route, Continued 

 
Procedures, 

continued 
 

 

Step Action 

 6 ¶ Seq Nbr ï Change to 98 (use 3 if there are additional TEMDU to enter). 

¶ Travel Type ï Change to Depart.  

¶ Estimated Date and Actual Date ï Enter the same date for both fields. 

¶ Nature of Duty ï Select TEMDU from the drop-down. 

¶ Department, Location and Position Number ï Enter the appropriate 

information for the TEMDU site. 

 

Select the Arrow or Last to go the Seq Nbr 99 row. 

 
 

NOTE: Use the same Position Number used in Step 5. 

  

Continued on next page 

  



 

 

PCS Orders with TDY En Route, Continued 

Procedures, 

continued 
 

 

Step Action 

7 Update the Estimated Date to report to their permanent unit in the Seq Nbr 99 

Report row. If the member is checking into their new PDS, enter in the Actual 

Date as well. If necessary, update the memberôs Delay En route section so that 

there are no dates that overlap with the TEMDU period. This example shows 

TEMDU orders (Refer to Delay En route Special Instructions for more 

information/instructions.)  

 

Select the Route for Approval button located in the most currently added row 

(This will ensure ALL pending travel rows are routed for approval). 

 
 

  

Continued on next page 

  












